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EDITORIAL DEPARTMENT NOTE 


As the first number of Volume VIII of our Official Publications, 
are glad to be able to present a complete description of the paper 
work used in connection with a system for handling the stores raw ma- 
terials in a Ls... foundry. The uses of the various forms, their routine, 
and the accounting aye built upon them are all so clearly explained 
that a complete view is had of the methods used in the es receipt, 
warehousing, and disbursing of one in this unit of the United Engineer- 
ing & Foundry Company. N. A. C. A. always welcomes the oppor- 
tunity to present material of this kind because, while it represents a 
specific instance or case with methods more or less peculiar to the sur- 
rounding conditions, the material is particularly valuable because it pre- | 
sents an application of general principles to a specific situation and is 
therefore = stive of what may be done in other situations. 

, George H. Friesel, is a Pittsburgh man by birth and 
after competing a high school education went into industry where he has 
held most of positions from stenographer, timekeeper and clerk to 
that of auditor and treasurer. His experience has been chiefly in the 
metal industry. At present he is a director, treasurer and auditor of the 
United Engineering & Foundry Company, manufacturers of rolling mill 
machinery, forging presses, steel and iron castings, brass castings and 


Mr. Friesel has been a member of the Pittsburgh Cha of the 
National Association of Cost Accountants since 1919 and an en- 
viable record of attendance at chapter meetings. He is the author of one 
of our Official Publications, Volume IV, No. 1 a May 15, 1923, entitled, 
A Method of Collecting Direct Labor Costs tatistics, 


ACCOUNTING FOR MATERIAL 


In this paper an endeavor will be made to explain the pro- 
cedure followed in the acounting for the purchase, receipt, storage 
and disbursement of material for one of the plants of the United 
Engineering & Foundry Company. The plant is a steel foundry 
located outside of Pittsburgh, the purchasing and general account- 
ing being done in Pittsburgh. 

The paper is presented in three main divisions: viz., Plant 
Procedure, Purchasing Department Procedure, and General Ac- 
counting Department Procedure. The purchasing and general 
accounting procedure covers all materials used by the plant. The 
plant procedure does not in every case cover all materials, no at- 
tempt being made to explain the storage and disbursement ‘of such 
materials as pig iron, scrap, fuel, etc. 


PLANT PROCEDURE 
Arrangement of Storehouses and Duties of Storekeeper. ‘Each 
storehouse is numbered and divided into sections, and each section 
assigned a series of bin or commodity numbers. The storekeeper 
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is located in an office in the main storehouse, and he has supervision 
over the requisitioning of stores material from the purchasing de- 
partment; the receiving of all material; the storage and disburse- 
ment of such material as can be accommodated in the storehouse; 
and the approval of all invoices covering material received. 

The Bin Card. Each bin in the storehouse is numbered. This 
number is stamped on a sheet iron strip which is tacked on the out- 
side of the bin. Inside the bin is a sheet iron pocket containing a 
Bin Card, Form A. If the commodity stored is such that it cannot 
be placed in a bin or racked, a bin card is provided at a place ad- 
jacent to its location. 
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When material is received it is placed in the proper bin, and 
the quantity received is recorded on the front and the back of the 
card. When a disbursement is made, the quantity is recorded on 
the card, and the bin number is recorded on the storehouse requisi- 
tion, Form B. 

Form B1 is used by blacksmiths for reporting steel and iron 
used by them, and Form B2 is used by carpenters and pattern- 
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DESCRIPTION OF MATERIAL REQUIRED—ENTER ONLY ONE KIND 
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makers for reporting lumber used. These materials are not 
physically under the control of the Storekeeper. 

At the close of each month all disbursements recorded under 
“Consumption” are totaled and the balance on hand ascertained by 
taking the month’s disbursements from the quantity on hand at the 
beginning of the month plus the receipts. 

Requisitioning the Purchasing Department for Material for 
Stores. After the inventory of each commodity has been ascer- 
tained at the close of each month, the bin cards are inspected by 
the storekeeper, and from the past several months’ consumption 
record and the present inventory shown thereon, he decides whether 
the present stock is sufficient to cover the requirements of the next 
two months. In arriving at a decision, consideration is given to 
the a of time which may be expected between the date of requi- 
sitioning and the receipt of the material. This applies particularly 
to material which is not carried in stock by manufacturers or ma- 
terial which has a distant point of shipment, and past records 
shown on the reverse side of the bin card aid materially in consid- 
ering this factor. 

For such material as should be ordered, the storekeeper issues 
requisition, Form C, endeavoring to order standard packages or 
lots wherever possible, and records the quantity of material requi- 
sitioned on the back of the bin card. A duplicate copy of the requi- 
sition remains in the requisition book, and from the original, after 
approval by the manager, a requisition, Form D, is typed in dupli- 
cate. The duplicate typed copy of Form D and the original of Form 
C are returned to the storekeeper, and the original typed copy for- 
warded to the purchasing department. 
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Unitep ENGINEERING AND Founory Co. 
Date a ‘This is to be Filled in by Pur. Dept. 
Pee Ordered From 
Dept. C. BF. Co. By 
Approved 
FORM D 


When the purchasing department buys the material requisi- 
tioned, a blue and a pink copy of the purchase order, Form E, is 
furnished the storekeeper who checks the order with the requisi- 
tion. The purchase order number and the vendor’s name are 
recorded on the duplicate typed requisition which is then filed 
numerically in accordance with the requisition number. The pink 
copy of the purchase order is filed numerically according to order 
number for cross reference only. The blue copy is placed in the 
active order file alphabetically according to vendor’s name, where 
it remains until all the material ordered has been received. After 
a record of the receipt or receipts has been made, it is placed in a 
permanent file alphabetically according to vendor’s name under 
the proper commodity classification. 

' Expediting Material Requisitioned. If the storekeeper, through 
inspecting bin cards at the close of the month or through some 
other channel, finds a dangerously low stock of a commodity of 
which an additional quantity is on order, the purchasing depart- 
ment is advised by telephone and confirmation made on a store- 
keeper’s memo, Form F. This memo is the same width as the pur- 
chase order and is slightly longer than the plant copies of the order. 
The carbon copy of the memo is attached to the blue copy of the 
purchase order, the top of the memo being slightly above the top . 
of the order. This feature attracts the attention of the storekeeper 
to the material that he is most as aed in need of. 
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Material in Transit Records. Immediately upon receipt of 
bills of lading or shipping notices covering carload shipments, a 
record is made in a memorandum book, known as “Material in 


Transit” book, of the name of the vendor, car number and date. 


shipped. One page or more in the book is assigned for each differ- 
ent commodity that is generally received in carload lots, such as 
pig iron, scrap, sand, etc., and the information from the shipping 
pa is recorded against the proper commodity. This book en- 
ab ~ Ba storekeeper to quickly ascertain the shipper of carload 
ma 

A letter-sized file, known as the “Material in Transit” file, is 
provided for the filing of shipping papers covering material en route. 
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SHOP No. 
PLEASE FURNISH US WITH THE FOLLOWING MATERIAL. SUBJECT TO THE StLow 


ALL MATERIAL FURNISHED ON THIS ORDER MUST BE OF THE KIND AND QUALITY SPECIFIED AND 
SUBJECT TO OUR INSPECTION AND ACCEPTANCE AT DESTINATION. 


via Penna. Lines, 
To United Engineering & Foundry Company 
Chilled Roll Plant, : 
Vandergrift, Pa. PURCHASING AGENT 


NOTE CAREFULLY AND COMPLY FULLY WITH THE FOLLOWING INSTRUCTIONS: 
(1) Acknowledee receipt of this order by number and advise whea you ‘vill ship or state in writing if you cannot comply with shipment specified 
@ Make separate invoice in duplicate. for each order, which st show or/erand sb by 4 mail to CG 108: Pittchcch Pa 
(3) Material must have order number and shop number plainly marked :hereon, also blue print number and item aumber if shown oa order, 
(4) Bull of lading, tagether with detailed shipping list, showing order and shop aumber must be seat direct to works at time of shipment. 
(5) All rejected materials will be beld for disposition, subject to shipper's risk ar #expease. 
deli 
vgred provided or an previously agrend, we reserve the right to cancel this ender and 
(7) Carload shipments arriving without notices. showing contents and weight, will be held ead car service charged to shipper. 
When no weights are given, our weight will govern settlement. 
(9) When price is based on delivery to our works, prepay 
(10) No charges allowed for drayage or packing. 
Always state oa ‘avaices best cash digcount you will allow. Drafts will not be honored. 
in 
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This file has two divisions, one for carload shipments and the other 
for less carload shipments, and each division is provided with al- 
phabetical folders. 

When shipping papers on less than carload shipments are re- 
ceived, they are placed in their proper place in the Material in 
Transit file; and also shipping papers on carload materials after 
the information has been recorded in the Material in Transit book. 

Receiving Material from Other Companies—via Less Carload 
Freight and Express. Material received via less carload freight is 
delivered to the storekeeper by truck, the driver procuring from 
the freight agent and delivering to the storekeeper the freight ar- 
rival notice for each shipment. The purchase order number is with 
few exceptions shown on the shipping tag attached to the material. 
From the information shown on the arrival notice and/or by the 
—_ markings, the storekeeper procures the purchase orders 

m the active order file and the shipping papers from the Material 
in Transit file for all the material received. The quantity and 
quality of material received is then checked with the purchase order 
and shipping papers, and then placed in a bin bearing the number 
shown on the purchase order. Material Received, Form G, here- 
after referred to as “Receipt Slip,” is then made out in duplicate 
for the materia] received on each purchase order. On the purchase 

7 


CHILLED ROLL FOUNDRY COMPANY DEPT. . 
TO 
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order are recorded the date of receipt, quantity received, and receipt 
slip number, and on each shipping notice and arrival notice is 
recorded the receipt slip number, after which they are permanently 


filed. 
After the bin number has been entered on the receipt slip, it 


is checked against the bin card to ascertain if the material has been 
properly checked in, and the proper entries made on the bin card. 
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A duplicate copy of the receipt slip is then filed numerically for 
ready reference only, and the original placed on an arch file known 
as the “Awaiting Freight and Weight” file. 

Material received via express or parcel post is handled ap- 
proximately in the same manner as less carload freight. 

Receiving Material from Other Companies—via Carload 
Freight. The yard foreman each morning reports to the store- 
keeper on Form H, Report of Cars Received, the number of the 
cars the railroad company placed on the siding, showing lading of 
each car. By consulting the Material in Transit book the store- 
keeper ascertains the shipper of each car, which enables him to 
procure shipping papers from the Material in Transit file. If ship- 
ping papers are not on file, the purchasing department is immedi- 
ately notified by ’phone and the car is held awaiting their instruc- 
tions. The receipt slip for each car is made out in duplicate, and 
shipping papers and purchase orders marked and filed in the same 
manner as papers covering less carload shipments. The receipt 
slip is placed on the arch file referred to heretofore, awaiting 
freight bills from the railroad company and scale tickets from the 
yard foreman. 

The yard foreman gross and tare weighs all cars. Form I, 
“Car Record of Pig Iron and Scrap,” is a loose-leaf record of the 
yard foreman. The information recorded in the first six and last 
columns is entered by him for each car immediately upon receipt 
of the car. Under “Invoice Weight” the storekeeper enters the 


shipper’s weight as shown on the shipping papers, and if this 
weight checks favorably with the apparent net weight, he enters 
the date, under “Weight O.K.,” which is authority for the yard 
foreman to unload as far as weight is concerned. If there is an 
apparent shortage, the purchasing department is notified immedi- 
ately by telephone, and confirmation sent them on the lower por- 
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tion of the shortage report, Form J. When an actual shortage 
occurs either after an apparent shortage or on cars that do not 
show an apparent shortage, the upper portion of the shortage re- 
port is forwarded to the purchasing department for settlement 
with the vendor. A duplicate copy of the shortage report is at- 
tached to the receipt slip. 

Each morning the storekeeper furnishes the manager, yard 
foreman and the laboratory with a “Report of Carloads Received,” 
Form K, retaining one copy for his file. The yard foreman inspects 
the material in the cars and ascertains whether or not it checks 
favorably with what has been ordered as shown under “Lading.” 
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If it does not compare favorably the matter is taken up with the 
purchasing department relative to rejecting the material or ob- 
taining an adjustment in the form of a credit. After receiving 
their decision, the car is either accepted or rejected. : 

Each car of pig iron and scrap is analyzed by the laboratory 
and a report of whether or not the material is in accordance with 
specifications is made to the yard foreman, who enters on his Car 
Record of Pig Iron and Scrap the date he receives the report of the 
laboratory’s findings. If the report is favorable, the car is un- 
loaded ; if not favorable, it is rejected or held until another analysis 
is made and reported. 

Receiving Material from Other Plants of the Company. 
When material is received from other plants of the company, two 
copies of the manifest are received from the shipping plant. When 
the material is received the storekeeper follows the same procedure 
as is followed for receipts from other sources, and forwards to the 
general accounting department in Pittsburgh one copy of the ship- 
per’s manifest on which he has entered the account to which the 
material is to be charged. From this copy the general accounting 
department prepares an interdepartment debit memorandum which 
is handled by the storekeeper in a manner similar to a vendor’s in- 
voice, which will be explained later. 

Approving for Payment Railroad Company Invoices for 
Freight Charges. Each day the railorad company furnishes a 
freight bill and a delivery receipt for each shipment delivered the 
previous day, and in addition an arrival notice for each carload 
shipment. Each freight bill is stamped by the storekeeper as per 
Form L. The freight bill is then checked as to weights, etc., with 
the receipt slip procured from the “Awaiting Freight and Weight” 
file, and the extensions checked. If the freight bill passes these 
checks the necessary data are inserted in the various blocks of the 
stamping on the freight bill, and freight information recorded on 
the receipt slip, the delivery receipt signed, and the receipt slip 
number entered on the arrival notice which is then filed numerically 
by receipt slip number. Each freight bill is then checked with the 
freight statement furnished by the railroad company, and if this 
statement is found to be correct, the freight bills are listed in 
quadruplicate in acount order on Freight Forwarding Sheet, Form 
M, showing for each freight bill under “Material Received From” 
the receipt slip number and the initials of the vendor. All of the 
bills and signed delivery receipts, together with the plant check 
for the freight, are delivered to the freight agent who receipts 
each bill and returns the lot to the plant. e various copies of the 
Forwarding Sheet are distributed as follows: one to plant general 
office, one to the storekeeper, and two with the receipted freight 
bills to the general accounting department in Pittsburgh for reim- 
bursement. All freight bills are paid by the plant within twenty- 
four hours after receipt. When transportation charges on less 
carload material have been entered on receipt slips, they are re- 
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moved from the “Awaiting Freight and Weight” file and placed in 
what is known as the “Invoice File,” which will be explained later. 
Carload Receipt Slips are handled in the same manner with the 
exception that the receipt slip is not removed until the yard fore- 
man has furnished scale tickets showing gross, tare, and net 
weights, and such weights have been recorded on the receipt slips. 

Approving for Payment Express Company Invoices for Ez- - 
press Charges. Each shipment of material received by express is 
accompanied by an express bill covering the charges. The approval 
and handling of these bills is similar to the handling of freight bills, 
but express charges are paid only at the close of each month. These 
bills are listed from time to time on Freight Forwarding Sheets in 
the same manner as freight bills, but only two copies are made, 
one for the storekeeper and one for the plant general office. Ex- 
press charges are paid out of the plant petty cash fund which is 
replenished each month by the treasury department. 

Approving for Payment Vendors’ Invoices for Material Fur- 
nished. An alphabetically indexed letter-size file is provided for 
vendors’ unapproved invoices, and completed receipt slips for un- 
invoiced material. Special folders are provided for vendors from 
whom considerable material is purchased. This file is known as the 
“Invoice File.” 

When a receipt slip is removed from the “Awaiting Freight 
and Weight” file, reference i is made to the invoice file to ascertain 
if there is in the file an invoice to cover the material received. If 
there is such an invoice, it is removed, pinned to the receipt slip 
and laid aside. If there is no invoice in the file, the receipt slip 
is placed in its proper folder in the file, where it remains until an 
invoice is received. Upon receipt of invoices from the general 
accounting department, for each invoice reference is made to this 
file to ascertain if there is in the file a receipt slip for the material 
covered by the invoice. If there is such a receipt slip, it is re- 
moved, pinned to the invoice and laid aside. If not, it is placed 
in its proper folder in the file awaiting the receipt slip. 

After the receipt slip has been matched with the invoice, the 
storekeeper transcribes the required information from the receipt 
slip to the register stamp on the invoice, and the required infor- 
mation from the invoice to the receipt slip. Receipt slips cover- 
‘ing material other than what is charged to the stores account are 
then filed according to vendor in a permanent file. This file is a 


ready reference for any information on material from any vendor. 
All the invoices on which the receipt , information has been 
i 


transcribed, together with all receipt slips for stores account 
material, are delivered to the plant general office, receipt slips 
going to the stores record clerk. The Freight and Express For- 
warding Sheets are then referred to, and the freight or express 
charges shown on each invoice are checked where listed on these 
forwarding sheets. The invoices are then approved by someone 
authorized by the Chief Clerk, sorted to charge account number 
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and then alphabetically to vendor, and listed in triplicate on A 
proved Invoice Forwarding Sheet, Form N, and forwarded to the 
general accounting department in Pittsburgh with the original 
copy of the forwarding sheet, one copy of this forwarding sheet 
remaining in the plant general office and the other filed in the 
storekeeper’s office. When listing invoices for stores account, the 
receipt slip number is entered in the column bearing the heading 
“Weight or Quantity.” 


ENCLOWED PLEASE FIND INVOICES PROPERLY APPROVED ANDO CHARGED 


Disbursing Storehouse Material for Plant Use on Storehouse 
Requisitions. There is posted in the storehouse a list of the names 
of those who are authorized to requisition material, and only 
requisitions bearing the proper signatures are honored. When 
properly approved requisitions are presented the material desired 

furnished, the storekeper recording the quantity delivered on 
the bin card and the bin card number on the requisition and, when 
necessary, entering on the requisition the quantity furnished ex- 
pressed in terms of the unit by which it is measured. Each day 
requisitions for all material disbursed are delivered to the stores 
— in = plant — office. 
ursing Storehouse Material Shipped Out of Plant. When 
stores material is to be shipped out of the plant, it is delivered 
by the storekeeper, with a memorandum manifest, to the shipper, 
who prepares the proper shipping papers and makes the shipment. 
From the memorandum manifest the disbursement is recorded on 
the proper bin card or cards. It is only occasionally that stores 
material is shipped out of the plant. Hence this procedure meets 
the requirements. 

Disbursing Storehouse Material Scrapped. When material 
becomes obsolete or unuseable, an effort is made to dispose of it. 
If it cannot be sold, it is serapped. When it is scrapped, all parts 
that have a scrap value are salvaged, the iron and steel being sent 
to the scrap yard and the copper and brass boxed and held in 
storage for sale. When stores material is scrapped it is released 
on the bin cards and memorandum report made to the plant general 
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office giving the quantity and bin number of the material, the 
salvage resulting, and disposition of the salvage. From this report 
a special journal entry voucher is prepared for the general account- 
ing department in Pittsburgh, the adjustment or loss resulting 
being charged as instructed by the auditor. 

Disbursing Storehouse Material—Transfers to Other Loca- 
tions in Storehouse. When for any reason material is moved 
from one location to another in the storehouse, the storekeeper 
furnishes the stores record clerk with a memorandum of the trans- 
fer, stating old and new bin numbers, the quantity transferred, 
the reason for transferring, etc. 

Stores Accounting—The Stores Card. A Stores Card, Form 
O or Ol, is provided for each commodity in the stores account, 
and on each card is recorded every movement of the material 
which it represents. The cards are filed in drawer files in numer- 
ical order according to bin number. These cards are handled by 
the stores record clerk. 

Stores Accounting—Recording Receipts from Receipt Slips. 
The stores record clerk is provided with posting slips with one 
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SUB-ACCT. 
STORE SECTION” 
MAX. STOCK 


MIN. STOCK 


ENTER DEBITS IN BLACK AND CREDITS IN RED 


REMARKS WEIGHT PRICE 


L 


FORM O-1 

side ruled and headed to match the rulings and headings shown 
under “Received” and “Available” on the stores card, and the 
other side carboned for copying purposes. Receipt slips covering 
all invoices charged to the stores account on a given Approved 
Invoice Forwarding Sheet are posted to the Stores Card through a 
carbon back posting slip bearing the same number as the forward- 
ing sheet, the delivered cost being entered. After a given lot of 
receipt slips have been posted, the total of the tings as shown 
on the posting slip must be the same as the combined totals of the 
“freight” and “net amt.” columns on the forwarding sheet. A 
new posting sheet is used for each lot of invoices listed on each 
forwarding sheet. 

After receipt slips have been recorded, they are returned to 
the storekeeper for filing permanently to vendor. 

The posting slip was adopted in an endeavor to eliminate 
discrepancies which were continually occurring on account of 
invoices or receipt slips in every case not going to the stores record 
clerk. It has served its purpose well as this difficulty has been 
entirely corrected. Although at first it may appear to be an 
awkward procedure, yet one can oy adapt to its use 
and after once in use it will never be discarded. 
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Stores Accounting—Recording Transfers of Material from 
One Location to Another. When the stores record clerk is ad- 
vised by the storekeeper of the transfer of a commodity from one 
location to another, a new card bearing the new bin number is 
prepared. The card covering the old location is credited with the 
quantity and value of the material transferred, the transfer report 
valued, _ the new card charged, cross reference being made on 
each card. 

Stores Accounting—Recording Receipts of Material Returned 
to Storehouse. When material is returned to the storehouse on 
account of not being used, the storekeeper prepares with a red 
pencil a storehouse requisition, showing the account that the 
material was charged to when taken out and the number of the 
bin it was returned to. While this is really a receipt or debit, it is 

in red on the stores cards under “delivered” and filed to 
account number with other requisitions covering material charged 
to the same account. 

Stores Accounting—Recording Disbursements of Material on 
Storehouse Requisitions, etc. en the storekeeper each day 
delivers to the stores record clerk the material requisitions for the 
day’s disbursements, each lot is given a transfer number begin- 
ning each month with No. 1 and running consecutively to the close 
of the month, and this number is recorded under “Transfer Num- 
ber” on each requisition. The requisitions comprising a given lot 
are then arranged in numerical order according to bin number, and 
the quantity disbursed from each bin as shown on one or more 
requisitions in the lot is recorded under “Delivered” on the stores 
card and the value figured and recorded. Each requisition is then 
priced and figured and the total of the lot must be the same as the 
value released on the stores card. Only one entry for each trans- 
fer lot is made on the stores card for any commodity, regardless of 
the number of requisitions in the lot for such commodity. After 
all of the requisitions of a transfer lot have been recorded and 
valued, they are totaled on a listing adding machine and the total 
recorded on a memorandum card along with the totals of all other 
lots for the month. The charge account is then entered on each 
requisition after which it is placed in a file indexed according to 
account number. 

; Disbursements arising through shipments, scrapping of ma- 
terial, etc., occur only occasionally, an! such transactions are 
recorded from manifests, storekeeper’s memoranda, etc. 

Stores Accounting—Monthly Stores Voucher Covering Cost of 
Material Disbursed and Storehouse Expense. At the close of each 
month, after all receipts and disbursements have been recorded 
and all requisitions charged and filed, requisitions to be charged to 
each account are totaled and listed and the grand total of all of the 
charges to all of the accounts must balance with the total of the 
various transfer lots previously referred to. The storehouse ex- 
pense per dollar disbursed is then ascertained and each account to 
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be charged with any material is loaded with its share of this 
expense. The loaded distribution of disbursements is then listed 
on a stores voucher, Form P, which is approved by the manager 
and chief clerk and forwarded to the general accounting depart- 
ment in Pittsburgh. 

Stores Accounting—Controlling Account in Plant Ledger. The 
plant general ledger includes a controlling stores account. The 
account is charged for purchases with the totals of the “Freight” 
and “Net Amount” columns of each Approved Invoice Forwarding 
Sheet and with other charges from payroll vouchers, interplant 
debit memos, etc. It is credited for material used in the plant from 
the stores voucher and for other disbursements from shipping 
manifests, storekeeper’s memos, etc. 

Stores Accounting—Checking Stores Cards with Plant Ledger 
Stores Account and Plant Ledger Stores Account with Plant Stores 
Account in General Ledger. After the close of each month a new 
balance is calculated on each stores card, and the cards then totaled 
with a listing ery | machine. This total must check with the 
balance in the plant ledger stores account. 


REPORT OF STORE SUPPLIES USED during the Month of. 


CHARGE TO 
Accouns | 


Quantity PRICE AMOUNT 


The sdove has deen examined ‘and found to be correct for entry in the books of UNITED ENGINEERING AND FOUNDRY CO, 
Correct 


Avsitor 


3 


EBITS 


From the plant ledger stores account, stock report, Form Q, 
is prepared and sent to the general accounting department in 
Pittsburgh. 

Unrrep ENGINEERING & Founory COMPANY 
‘STOCK REPORT 


FORM Q 


On the debit side of this report in the first column is entered 
the balance on hand at the beginning of the month. In the second 
column is entered charges from Approved Invoice Forwarding 
Sheets, payroll report, and unchecked freight and express items on 
freight and express forwarding sheet. These unchecked items 
represent transportation charges paid on material for which in- 
voices have not been taken into account and are not posted on the 
stores cards or in the plant ledger account until the vendors’ in- 


. Voices are taken into account. In the third column is entered all 


arising within the plant, such as stores material that is 
manufactured in the plant. In the fourth column is entered all 
charges arising from stores material received from other plants 
of the company. 

On the credit side of the report in the first column is entered 
the amount of the stores voucher. In the second column are 
entered shipments to other companies. In the third column are 
entered disbursements within the plant not included in the stores 
voucher. In the fourth column are entered shipments to other 
plants of the company. In the last column is entered the balance 
on hand in the plant ledger stores account plus the unchecked 
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freight and express items previously referred to. Dividing the 
stores account transactions in this manner enables the general 
accounting department to readily ascertain where any errors might 
have occurred at the plant or in the general accounting department. 
Checking Stock with Bin Cards and Bin Cards with Stores 
Cards. Whenever the stock of a commodity becomes low it is 
counted by the storekeeper, checked against the bin card and re- 
port made to the stores record clerk of the actual count and the 
quantity shown on the bin card. Such commodities as would not 
receive a frequent count under this procedure receive a special 
count as often as an opportune occasion presents itself or when- 
ever a count is ordered by the chief clerk, but never less than 
twice a year. For any discrepancies which result from actual 
counts, adjustments are made on the stores cards through operat- 
ing expense accounts if ascertainable and the adjustments are 
small, otherwise, through the inventory adjustment account. 


THE PURCHASE AND GENERAL ACCOUNTING PROCEDURE 


Purchasing (Inquiries and Orders). The purchasing of ma- 
terials and supplies, due to market conditions and degree of the 
volume of consumption, falls under two general classes: 


(1) Pig Iron, Scrap, and Other Alloys 
(2) All Other Materials. 


In determining the quantities of pig irons and scrap to be 
purchased, both the present volume of consumption and the market 
outlook form considerable factors. A monthly report, Form R, is 
furnished by the plant to the purchasing agent showing, for the 
various kinds of pig iron and scrap, the quantity received during 
the month, the quantity consumed and the quantity on hand at the 
end of the month. The report is completed by the purchasing 
department entering the quantity “on order” at the end of that 
month. From this information, the future tendency of the market 
and business conditions and future outlook, decision is made as to 
the amount to be purchased. Inquiries are then sent out to the 
various producers and orders placed on a competitive basis. 

All other materials are purchased from requisitions originat- 
ing at the plant on Form D, approved by the plant manager or 
chief clerk. Upon receipt of such requisitions, inquiries are sent 
out in letter form by the purchasing department, stating delivery 
required. When all replies are received, the order is placed where 
it appears will be to the best advantage. 

A Purchase Order, Form E, is issued for every purchase, a 
complete set consisting of five copies, which are disposed of as 


follows: 
One to vendor, 
Two to plant or department for whom purchase is 
made, 
20 


One for expediting, filed in purchasing department 
to date of delivery promised, 
One card copy filed in purchasing department to plant 
in alphabetical order according to vendor. 
The vendor copy only gives shipping instructions and terms 
under which the order is placed. 
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re- PIG IRON and SCRAP REPORT 
the UNITED ENGINEERING & FOUNDRY COMPANY 
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Ferro Silicon 
Ferro Titanium 
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ry ‘Tube Ends 
Turning 
sre Open Hearth Scrap 
Cat Sep 
] a Rol Scrap 
‘Serap Ingot 
as Car Wheels 
FORM R 
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After the order is placed, the copy of inquiry and all replies 
thereto are attached to the plant requisition on which the order 
number and vendor’s name are noted, and filed to plant consecu- 
tively according to requisition number. 

Each day orders for material which should be delivered by 
or near that date are followed up by inquiry as to when shipment 
will be made, special attention being given items of which we are 
in urgent need. . 

Invoices. As invoices are received they are stamped as per 
Form S, which provides spaces for signature of the various per- 
sons responsible for the processes through which they pass before 
payment. A register number is then assigned to the invoice for 
identification through the purchasing, accounting and operating 
departments. 


+ DATE REC'D | RECEIPT No. ~ Via 


REGISTER No. VENDER No, | TRANS! © 1am 


AgcuunT WEIGHT AMOUNT CHEDIT 
ORDER Ne. ITEM “| approved 


Each invoice is checked with its order as to material, quantity, 
unit or lump price, and extensions verified. On card copy of order 
notation is then made of date of shipment and invoice, billing 

rice, and register number. If only part of an order is covered 

a particular invoice, the order card is returned to the open 
order file, and when final shipment is made and invoice received, 
invoice reference is made and the card marked “completed” and 
filed in a “completed order” file according to “commodity.” 

After the aforementioned procedure has been applied to a 
batch of invoices, they are then ready for accounting purposes. 
A forwarding sheet or “Manifest of Invoice,” Form T, is then 
prepared in triplicate, listing all invoices consecutively according 
to register number. 

A copy of the list is retained by the purchasing department, 
and the original and duplicate list with invoices attached forwarded 
to the voucher clerk, who vouchers immediately on Forms U and 
V any invoices which may fall due for discount before the time 
necessary to secure approval of them or the receipt of the material, 
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UNITED ENGINEERING & FOUNDRY CO. 


MANIFEST OF INVOICES 
FOR APPROVAL 


FORM T 


consideration of course being given to the reliability of the com- 
ny concerned. Such invoices are then stamped “Vouchered.” 
orm G is made in duplicate when the account consists of more 
than one invoice. One copy is attached to Form F and the other 
sent with check when payment is made. 


To any invoices on which the time for discount will permit 


FORM U 


of their being forwarded to the plant for approval, a red sticker, 
Form W, is affixed, calling for special attention and prompt return 
for discounting. 
The carbon copy of the manifest of invoices is retained by the 
23 


plies 
rder 
1 by » 
nent 
CR 
per 
fore 
for — 
ting 
Lavoices must be approved promptly and returned to 
GRO. H. PRIESEL 
Avéier 
United Engineering & Foundry Co. Phe 
der 
and 
a 
ses. 
ing 
ont, 
ded 
und 
me 
ial, 


voucher clerk. The invoices as listed, together with the original 
manifest, are forwarded to the plant for approval and designation 
of account to be charged. 

Accounts Payable. When the voucher clerk receives approved 
invoices from the plant with forwarding sheet N, any invoices 
which had been previously vouchered are attached to their respec- 
be vounchers and the accounts as charged by the plant noted 

ereon. 

All invoices identified by the red sticker are vouchered im- 
mediately for discounting. The balance of the invoices are filed 
alphabetically to vendor and there held until the sixth of the 
following month, at which time one voucher is made up for each 
bene to cover all bills received from such vendor during the 
mon 


‘REMITTANCE. ADVICE-FOR YOUR FILE 


Pittsburgh, Pa., 


United Engineering and Foundry Company 
In Account With 


OATE EXPLANATION DEDUCTIONS] AMOUNT AMOUNT 
oeV7"T"™ 
TOTAL 
LESS: DEDUCTIONS 
DISCOUNT % 
FORM V 


PHI 


IMPORTANT. 


This Invoice must be returned to Accounting 
Department not later than. 


For Discount. 
GEO. H. FRIESEL, Auditor. 


FORM W 


As receipted freight bills, with two copies of forwarding sheet 

M are received by the voucher clerk, one copy of the forwarding 

sheet is vouchered on Form U and check issued to reimburse the 

plant petty cash for the amount represented by freight bills 

received. The voucher number is noted on the duplicate copy of 

the forwarding sheet which is then attached to the freight bills 
and filed in a special file for “freights.” 

As the vouchers, Form U, are completed for the month, they 

go to the tabulating department, where a card, Form X, is punched 


Vendor | Account | item Onder Voucher Account Vendor Amount 
Gen. Sub. Gen. Sub_ 
0 0 olo 0:0 0 olojo 0:0 0 0 00 0 0:0 ojo 00 0 
2.22 ale ale 2 ale 212 2 2| 
3333/3 3/3 3/3 3 3/3 3/3 3 
4.44 414 414 414 4 414 4:4 4 414 
5555/5 5/5 5/5 5 5/5 5's 5 
6 6 6 6/6 & 6'6 6 616 6 6 

7 

8 

9 


141.1949 9 9:9 99 951 
2 2/2 2 2!2.2/2-2 2 2/2 
3/3 3 3|3 3 3/3 3 3 3/3 
5 55/55 5/5 55 5/5'5 5 SiS SE 
6 
7 7 
8 8 
9 9 


° 
fo} 
° 


666/66 6:6 6/6 666 
7i7 71777 7/7 
88 8/8 88 B 
919999 


7777\7 7177 71771777 
999 9la 9 9'99 9 
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for each item, reco: year and month, plant, voucher number, 
account and amount. From these cards the distribution of Ac- 
counts Payable to charge accounts is made on a tabulating listing 
machine, the machine list becoming the original journal voucher 


record. 

All invoices that are to be included in a given month’s busi- 
ness must be in possession of the voucher clerk not later than the 
sixth of the month following. 

Any invoices which cannot be approved for payment are re- 
pote by the plant to the voucher clerk on Form Y, “Unaudited 

rchase Bills,” showing register number, date of invoice, vendor, 
summarized description of material covered, amount of invoice, 
and —— “Remarks” the reason for withholding invoice from 
approval. 


UNITED ENGINEERING & FOUNDRY COMPANY 
ACCOUNTING DEPARTMENT 


REPORT OF UNAUDITED PURCHASE BILLS AS AT 9 
WORKS 
Deve FAVOR OF DESCRIPTION AMOUNT 


FORM Y 


The voucher clerk now has a complete record from the plant 
of all invoices forwarded them during the month; that is, all in- 
voices shown on “Manifest of Invoices,” Form T, should in turn 
be accounted for by the plant to the voucher clerk, either by 
invoices approved for payment or as Unaudited Bills. 


FORMS AND EQUIPMENT FOR CONTROLLING MATERIALS 


FORMS 
Ref. 
No. Title Size 
A—Bin Card 4”x 914" 
B—Storehouse Requisition for General Use 38”"x 5” 


Bi—Storehouse Requisition for Blacksmiths Use 8”"x 56” 
B2—Storehouse Requisition for Carpenters and Pat- 
ternmakers Use 3”"x 5” 
C—Storekeepers Purchase Requisition 614” 
D—Plant Requisition on Purchasing Department 6534”x 8” 
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E—Purchase Order to Vendor 

E—Purchase Order—Office Copies 

F—tTelephone Confirmation Memo. 

G—Receipt Slip (Material Received) 

H—Report of Cars Received 

I—Car Record of Pig Iron and Scrap 

J—Shortage Report 

K—Daily Report of Carloads Received 

L—Form of Rubber Stamp for Freight Bills 

M—List of Approved Freight Bills 

N—Approved Invoice Forwarding Sheet 

O and 01—Stores Card 

P—Monthly Disbursement Distribution Journal 
Voucher 

Q—Stock Report 

R—Monthly Pig Iron and oon Report 

S—Form of Rubber Stamp for Incoming Invoices 

T—Manifest of Invoices 

U—Voucher Card 

V—Remittance Advice 

W—Discount Identification Sticker 

X—tTabulating Machine Voucher Card 

Y—Report of Unaudited Purchase Bills 


10’x 6” 
6” 


8-3/16"x 6” 


5”’x 8” 
4” 
334”"x 634” 
814"x 8” 
83,” 


1334"x 
1034,”x 


IMPORTANT STOREHOUSE OFFICE EQUIPMENT 


Vertical Files for— 
Active Orders—Portable Box Type 
Completed Orders—Drawer Type 


Shipping Papers covering materials en route—Letter 


Size, Drawer Type 


Unapproved Invoices and Receipt Slips awaiting In- 


voices—Box Type, letter size. 
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